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Date o —13-97> - :

SignatuM&m:Signatu
T Name_ Etta L. Bardedang Y

Description

—_— |

Dams Files: Files contain records of Dam construction
inspection, correspondence, engineering plans, repair
or modification records, emergency warning plans.
Files include video tapes, pictures, floppy discs

and large bound engineering analyses. Purpose of

the series is to have access to important records
necessary to assure the safety of the dams.

Permit Files: Files contain applications for
construction, repair or modification of dams/ponds.
They also include engineering plans, evaluations,
photos, inspectién forms, as built plans, :. = Gt
correspondence. Purpose is retain records of permit
processing, design and as constructed dams/ponds

for repairs or modifications.

Small Pond Files: Files include summary sheet and
and approval of ponds by the local Soil Conservation
District. Purpose is for future use of records for
engineering studies, repair or modification.

Schedule Authorized by State Archivist

Retention

Permanent

Transfer periodically to
Maryland State Archives.

30 Years
Retain 30 years then destroy.

30 Years
Retain 30 years then destroy.
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SCHEDULE (GGS 550-1)

" GEPARTMENT/AGENCY
Department of Natural Resources

INSTRUCTIONS — TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECCRD SERIES. FORWARD WITH RECORDS RETENTION

, Water Resources Administrati

DEPARTMENT OF GENERAL SERVICES:
RECORDS MANAGEMENT OIVISION

7275 WATERLOO RCAO

P.0. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISICN

AGENCY RECOREOS iNVENTCRY

Page- of
S——————

3 uNIT

b Dam Safety Division

DEFINITION - Records Series - A group of related records normally flled and used as a unit for reference as

well as retention and disposition purposes.

$. RECORD SERIES TITLE

Small Pond Files

5. EARLIEST YEAR / LATETEST YEAR
1954 5o

6. RECORD SERIES DESCRIPTION ( 3riefly cescrite the types of informationvdocuments/forms found in the Senes. incluce the purcese or function of the Sanes)

Files include summary sheet and approval of ponds by the local Soil Conservation District.
Purpose is for future use of records for engineering studies, ‘repair or modification.

7. RECORD SERIES FORMAT(S)
s!jner Sze C Microfilm

- Legal Sae g Camputer Tape
S 3ound Sock 3 Floppy Disk

3 Auaio Tape a Video Tape

S Qther (Soectfy)

3.

RECORD SERIES SEQUENCE
XX Alphapeircal
a Numencal
o Chronclogicat
a Geograpnical

a Other (Specify)

9. VOLUME
XE Zie Orawer(s)
3 Micrefiim R2ef (s)
a Comouter Tzoe (s)
4 3 Cther {Scecify)
Numoer

10. ANNUAL ACCUMULATION
XX File Jrawer {s)
3 Microfilm Rest {s)
T Comouter Tape(s)
1 a Cthrer {Scecify)
2

Number

Brad Iarossi, Chief, Dam Safety

11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER
g Caily O  Wesly XX Monthly 5 Month(s) H Year(s)
Number '
13. CURRENT LOCATION(S) {8Bidg., ~loor, Room}) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specfy agency cr oifice)
Tawes State Office Bldg. E-2 3
i g Yes XX No
Annapolis, Maryland 21401-2397
15. ACCESS RESTRICTIONS (If yes, cite lawis) & reguiation(s) | 16. AUDIT REQUIREMENTS
g Yes XX No a None a Slate a Federal G Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwaressoftware) —_ . .
! 30 Years after periodically transfer to the
‘c Yes XX No State WSKW.S Gep/er\
"f».s. NAME AND TITLE OF PREPARER% = 20. TELEPHONE NUMBER 21. DATE

(410) 974-2101

10/7/93

OGS $5C4 (Rewsed 1/93)

Figure 1
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Water Résoﬁrces Admihistrati?n

Page

,"_.EPARTHENT/AGENCY 2. DIVISION 3. UNIT

of

Dam Safety Division

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Permit Files

5. EARLIEST YEAR / LATETEST YEAR
1986 1, 1993

as built plans, correspondence.

for repairs or modifications.

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocuments/forms found in the Series. include the purpose or function of the Senes)

Files contain applications for construction, repair or modification of dams/ponds.
They also include engineering plans, evaluations, photos, inspectioniforms,

Purpose is retain records of permit processing, design and as constructed dams/ponds

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
XX File Orawer(s)
Letter Size o Microfiim QO Alphabetical O Microfilm Reel (s)
a Comouter Tape (s)
Legal Size a Computer Tape X® Numencal 12 a Ot_her {Specify)
XX gound Book X% Floppy Disk o Chronologrcal Number
Q Audo Tape a Video Tape O Geographicai 10. ANNUAL ACCUMULATION
“ XX File Orawer (s)
a Other (Specify) a Other (Specity) Q Microfilm Reel {s)
a Computer Tape(s)
a Qther {Specify)
2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Weexly X% Monthly 5 o Monthis) X¥  Year(s)
Number :
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Tawes Satte office Bldg. E-2
Annapolis, Maryland 21401-2397 o Yes XH Mo
15. ACCESS RESTRICTIONS (If yes. cite faw(s) & regulation(s) 18. AUDIT REQUIREMENTS
a Yes ¥X No XX None g State O Federal O independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software) —
3 .
q. O Yes XX No 0 Years
—\9. NAME AND TITLE OF PREPARER v &b 2. | 20. TELEPHONE NUMBER 21. DATE
Brad Iarossi, Chief, Dam Safety (410) 974-2101 10/7/93

DGS 5504 (Rewised 1/93)

Figure 1
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7275 WATERLQO RCAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

Kt PARTMENT/AGENCY 2. DIVISION 3. UNIT

Department of Natural Resources — - . : s s
_ . ' : _ , Water Resources Administratipn Dam Safety Division

AGENCY RECORDS INVENTORY

DEFINITION - Records Series - A group of related records normally fled and used as a unit for reference as weil as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Small Pond Files : 1954 1o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocuments/forms found in the Series. Incluge the purpose or function of the Senes)

Files include summary sheet and approval of ponds by the local Soil Conservation District.
Purpose is for future use of records for engineering studies, ‘zepair or modification.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
X® cie Drawer(s)
Letter Skze a Microfilm XX Alphabetical O Micrefilm Reel (s)
g Comouter Tape (s)
O Legal See 0 Computer Tape a Numerical 4 a Ct_her (Specify)
Q Bound Book O Floppy Disk O Chronological ) Number
O Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
XX File Drawer (s)
@ Other {Specify) a Other (Specify) ' a Microfim Reel (s)
. QO Computer Tape(s)
’l a Other (Specify)
2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly XX Monthly 5 a  Monthis) XX Year(s)
Number :
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Tawes State Office Bldg. E-2 ¥ N
Annapolis, Maryland 21401-2397 o Yes XX No

-

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 6. AUDIT REQUIREMENTS

o Yes X No a None a State O Federal G Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
descnbe any hardwarefsoftware)

30 Years after periodically transfer to the

‘u Yes XX No State A;ehq#esﬂzcbrds CE-?IVT@_I‘

1. NAME AND TITLE OF PREPARER pad 20. TELEPHONE NUMBER 21. DATE
Brad Iarossi, Chiéf, Dam Safety (410) 974-2101 10/7/93

DGS 550-4 (Revised 1/93) '
Figure 1 - 25 -




